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Kirkland PD Policy Manual

CHIEF'S PREFACE

As the Chief of Police for the City of Kirkland, | hereby adopt by
reference all Departmental Policies contained in this manual.

These policies shall remain in full force and effect
unless or until changed by me or my designee.

It is my intent that by issuing this official notice to all police
department personnel that these policies are in full effect
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CODE OF ETHICS
Law Enforcement Code of Ethics

As a law enforcement officer, my fundamental duty is to serve the community; to safeguard
lives and property; to protect the innocent against deception, the weak against oppression or
intimidation and the peaceful against violence or disorder; and to respect the constitutional rights
of all to liberty, equality and justice.

I will keep my private life unsullied as an example to all and will behave in a manner that does
not bring discredit to me or to my agency. | will maintain courageous calm in the face of danger,
scorn or ridicule; develop self-restraint; and be constantly mindful of the welfare of others. Honest
in thought and deed both in my personal and official life, | will be exemplary in obeying the law
and the regulations of my department. Whatever | see or hear of a confidential nature or that is
confided to me in my official capacity will be kept ever secret unless revelation is necessary in
the performance of my duty.

I will never act officiously or permit personal feelings, prejudices, political beliefs, aspirations,
animosities or friendships to influence my decisions. With no compromise for crime and with
relentless prosecution of criminals, | will enforce the law courteously and appropriately without
fear or favor, malice or ill will, never employing unnecessary force or violence and never accepting
gratuities.

| recognize the badge of my office as a symbol of public faith, and | accept it as a public trust to be
held so long as | am true to the ethics of police service. | will never engage in acts of corruption
or bribery, nor will I condone such acts by other police officers. | will cooperate with all legally
authorized agencies and their representatives in the pursuit of justice.

I know that | alone am responsible for my own standard of professional performance and will take
every reasonable opportunity to enhance and improve my level of knowledge and competence.

| will constantly strive to achieve these objectives and ideals, dedicating myself to my chosen
profession . . . law enforcement.

Kirkland Police Department Code of Ethics

As a law enforcement employee, my fundamental obligation is to protect the constitutional rights
and freedoms of the citizens of Kirkland.

While | consider the way | choose to conduct my private affairs a personal freedom, | accept
the responsibilities for my actions, as well as inactions, while on duty or off duty, when those
actions bring disrepute on the public Image of my employer, my fellow employees, and the law
enforcement profession.

I vow to perform all my duties in a professional and competent manner. | consider the abilities
to be courageous in the face of danger and to exercise restraint in the use of my powers and
authorities to be the ultimate public trust. | accept that | must consistently strive to achieve
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excellence in learning the necessary knowledge and skills associated with my duties. | will keep
myself physically fit and mentally alert so that | am capable of performing my duties according to
the standards of quality expected of my position.

| vow to be truthful and honest in my dealings with others. | deplore lies and half-truths that mislead
or do not fully inform those who must depend upon my honesty. | will obey the very laws that | am
committed to uphold. | will seek affirmative ways to comply with the standards of my department
and the lawful directions of my supervisors.

| vow to treat others with courtesy at all times. | consider it to be a professional weakness to
allow another's behavior to dictate my response. | will not allow others' actions or failings to be
my excuse for not performing my duties in a responsible and expected manner.

| vow to empathize with the problems of people with whom | come into daily contact. However,
I cannot allow my personal feelings, prejudices, animosities, or friendships to influence the
discretionary authorities entrusted to my job. | will affirmatively seek ways to avoid conflicts and
potential conflicts of interest that could compromise my official authority or public image.

I hold the authority inherent in my position to be an affirmation of the public's trust in me as a
law enforcement employee. | do not take this trust lightly. As long as | remain in this position, |
will dedicate myself to maintaining this trust and upholding all the ideals of the law enforcement
profession.
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KIRKLAND POLICE DEPARTMENT MISSION AND VISION STATEMENT, VALUES
Mission Statement

The Mission of the Kirkland Police Department is to protect and serve our community with honor,
integrity and courage.

Values
Honor : We live and die by our obligations to fulfill our duty and commitment to justice.
Integrity : We do the right thing for the right reason, even when no one is looking.

Courage : We choose to face challenges or adversity even when others will not or cannot.

Vision Statement

The Vision of the Kirkland Police Department is to proactively reduce crime through partnerships
and teamwork.
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Law Enforcement Authority

100.1 PURPOSE AND SCOPE
The purpose of this policy is to affirm the authority of the members of the Kirkland Police
Department to perform their functions based on established legal authority.

100.2 POLICY
It is the policy of the Kirkland Police Department to limit its members to only exercise the authority

granted to them by law.

While this department recognizes the power of peace officers to make arrests and take other
enforcement action, officers are encouraged to use sound discretion in the enforcement of the
law. This department does not tolerate abuse of law enforcement authority.

100.3 PEACE OFFICER POWERS

Sworn members of this Department are authorized to exercise peace officer powers pursuant to
applicable state law.officers are defined in RCW 10.92.020, which states, "...any full-time, fully
compensated and elected, appointed, or employed officer of a general authority Washington
law enforcement agency who is commissioned to enforce the criminal laws of the state of
Washington..." Special commissioned Washington peace officers are defined in RCW 10.93.020,
which states, "...any officer, whether part-time or full-time, compensated or not, commissioned by
a general authority Washington law enforcement agency to enforce some or all of the criminal
laws of the state Washington, who does not qualify under this chapter as a general authority peace
officer for that commissioning agency..."

All Correctional Officers for the Kirkland Police Department are to be considered Special
Commissioned, as they have been commissioned by the Chief of Police to enforce some of the
criminal laws of the State of Washington. The Special Commission includes the authority to carry
department issued firearms while in an on-duty capacity.

This special commission is restricted by the Chief of Police to arrest powers surrounding:
(@) Arrest warrants
(b) Court Orders

(c) Detention and subsequent transport of persons under arrest by a general authority
peace officer

(d) Other arrest powers at the specific direction of the Chief of Police.

Correctional Officers are not to take general authority police action, which includes, but is not
limited to:

(a) Traffic related enforcement action

(b) On-view related enforcement action
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Nothing in this section is meant to prevent a Correctional Officer from taking appropriate action to
protect him/herself or others from what he/she reasonably believes would be an imminent threat
of death or serious bodily injury.

100.3.1 ARREST AUTHORITY
The arrest authority of the Kirkland Police Department includes (RCW 10.31.100):

(@) When a peace officer has probable cause to believe that a person has committed or
is committing a felony, the officer shall have the authority to arrest the person without
a warrant.

(b) A peace officer may arrest a person without a warrant for committing a misdemeanor
or gross misdemeanor only when the offense is committed in the presence of an
officer, except as provided in RCW 10.31.100 (e.g., when there is probable cause
for certain offenses that involve domestic violence, driving under the influence, motor
vehicle accidents).

(c) A peace officer may arrest a person in compliance with an arrest warrant. The officer
must first confirm that the identity of the person matches that of the subject of the
warrant. Absent a valid form of identification such as a driver's license or identification
card, various matching factors such as a social security number, date of birth, physical
description, fingerprint, photograph, or other means of positive identification may be
used. The warrant must be confirmed as an active, valid warrant with the agency that
entered the warrant into the database. If applicable, extradition should be confirmed.

100.4 OREGON AUTHORITY

Sworn members of this department who enter the state of Oregon in order to provide or attempt
to provide law enforcement assistance have Oregon peace officer authority within 50 miles of the
Washington-Oregon border under the following circumstances (ORS 133.405):

(@) Inresponse to arequest for law enforcement assistance initiated by an Oregon sheriff,
constable, marshal, municipal police officer or member of the Oregon State Police.

(b) In response to a reasonable belief that emergency law enforcement assistance is
necessary to preserve life and circumstances make it impractical for Oregon law
enforcement officials to formally request assistance.

(c) For the purpose of assisting Oregon law enforcement officials with emergency
assistance in response to criminal activity, traffic accidents, emergency incidents or
other similar public safety situations, an Oregon law enforcement official is present at
the scene of the incident.

Kirkland Police Department officers have no authority to enforce Oregon traffic or motor vehicle
laws.

Whenever practicable, officers should seek permission from a department supervisor before
entering Oregon to provide law enforcement services. As soon as practicable, officers exercising
law enforcement authority in Oregon shall submit any appropriate written reports concerning the
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incident to the Oregon agency having primary jurisdiction over the area in which the incident
occurred.

100.5 INTERSTATE PEACE OFFICER POWERS
Peace officer powers may be extended to other states:

(@) As applicable under interstate compacts, memorandums of understanding or mutual
aid agreements in compliance with the laws of each state.

(b)  When an officer enters Idaho or Oregon in fresh pursuit of a person believed to have
committed a felony (Idaho Code 19-701; ORS 133.430).

When an officer makes an arrest in Idaho or Oregon, the arresting officer shall cause the person
to be taken without delay to a magistrate in the county where the arrest was made (ldaho Code
19-702; ORS 133.440).

100.6 CONSTITUTIONAL REQUIREMENTS
All members shall observe and comply with every person’s clearly established rights under the
United States and Washington Constitutions.
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101.1 PURPOSE AND SCOPE

All Law Enforcement officers employed by the Kirkland Police Department shall receive
certification by the Washington State Criminal Justice Training Commission prior to assuming law
enforcement duties and responsibilities, and shall begin attending an approved academy within
the first six months of employment (RCW 43.101.095(1) and 43.101.200(1)).

All Corrections officers employed by the Kirkland Police Department shall attend basic corrections
training within the first six months of employment (RCW 43.101.220(1)).

All fulltime Law Enforcement and/or Corrections supervisors in the police department are required
to complete the core training requirements prescribed by rule of the commission for the position
within the first six months as a supervisor, or obtain a waiver or extension of the core training
requirements from the commission. (RCW 43.101.350).

All fulltime Law Enforcement and/or Corrections supervisors in the police department are required
to earn the appropriate career level certification by the Washington State Criminal Justice Training
Commission, within their first year as a supervisor (RCW 43.101.350).
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Oath of Office

102.1 PURPOSE AND SCOPE
The purpose of this policy is to ensure that oaths, when appropriate, are administered to

department members.

102.2 POLICY

It is the policy of the Kirkland Police Department that, when appropriate, department members
affirm the oath of their office as an expression of commitment to the constitutional rights of those
served by the Department and the dedication of its members to their duties.

102.3 OATH OF OFFICE
All department members, when appropriate, shall take and subscribe to the oaths or affirmations
applicable to their positions (RCW 43.101.021).

If a member is opposed to taking an oath, he/she shall be permitted to substitute the word “affirm
for the word “swear,” and the words "so help me God" may be omitted.

102.4 MAINTENANCE OF RECORDS
The oath of office shall be filed in accordance with the established records retention schedule and
any applicable state and/or local law.
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103.1 PURPOSE AND SCOPE

The manual of the Kirkland Police Department is hereby established and shall be referred to as
the Policy Manual or the manual. The manual is a statement of the current policies, rules and
guidelines of this department. All members are to conform to the provisions of this manual.

All prior and existing manuals, orders and regulations that are in conflict with this manual are
rescinded, except to the extent that portions of existing manuals, procedures, orders and other
regulations that have not been included herein shall remain in effect, provided that they do not
conflict with the provisions of this manual.

103.2 POLICY

Except where otherwise expressly stated, the provisions of this manual shall be considered
as guidelines. It is recognized that the work of law enforcement is not always predictable and
circumstances may arise which warrant departure from these guidelines. It is the intent of this
manual to be viewed from an objective standard, taking into consideration the sound discretion
entrusted to members of this department under the circumstances reasonably available at the
time of any incident.

103.2.1 DISCLAIMER

The provisions contained in the Policy Manual are not intended to create an employment contract
nor any employment rights or entittements. The policies contained within this manual are for the
internal use of the Kirkland Police Department and shall not be construed to create a higher
standard or duty of care for civil or criminal liability against the City, its officials or members.
Violations of any provision of any policy contained within this manual shall only form the basis for
department administrative action, training or discipline. The Kirkland Police Department reserves
the right to revise any policy content, in whole or in part.

103.3 AUTHORITY
The Chief of Police shall be considered the ultimate authority for the content and adoption of the

provisions of this manual and shall ensure compliance with all applicable federal, state and local
laws.

103.4 DEFINITIONS
The following words and terms shall have these assigned meanings throughout the Policy Manual,
unless it is apparent from the content that they have a different meaning:

Adult - Any person 18 years of age or older.
CFR - Code of Federal Regulations.
City - The City of Kirkland.

Civilian - Employees and volunteers who are not sworn peace officers.
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Correctional Officer -  All persons, regardless of rank, who are employees and who are selected
and trained in accordance with state law as a correctional officer of the Kirkland Police Department.

CJTC - The Criminal Justice Training Commission.
Department/KPD - The Kirkland Police Department.

DOL - The Department of Licensing.

Employee/personnel - Any person employed by the Department.
Juvenile - Any person under the age of 18 years.

Manual - The Kirkland Police Department Policy Manual.

May - Indicates a permissive, discretionary or conditional action.

Member - Any person employed or appointed by the Kirkland Police Department, including full-
time sworn officers, special commissioned officers, civilian employees and volunteers.

Officer - Those employees, regardless of rank, who are sworn peace officer employees of the
Kirkland Police Department.

On-duty - A member's status during the period when he/she is actually engaged in the
performance of his/her assigned duties.

Order - A written or verbal instruction issued by a superior.
Rank - The title of the classification held by an officer.

RCW - Revised Code of Washington (Example: RCW 9.41.040).
Shall or will - Indicates a mandatory action.

Should - Indicates a generally required or expected action, absent a rational basis for failing to
conform.

Supervisor - A person in a position of authority regarding directing the work of other members and
who supervises subordinate personnel. Supervisory positions have the responsibility to guide,
direct, motivate, and instruct all personnel under their supervision. A supervisor is responsible for
completing performance reviews on subordinate positions. Supervisors are also responsible for
planning the work of personnel in an orderly manner; delegating authority and responsibility when
appropriate, and following the progress of assignments to a satisfactory completion. Supervisors
will be held accountable for the performance of the employees under their immediate supervision.

The term "supervisor" may also include any person (e.qg., officer-in-charge, lead or senior worker)
given responsibility for the direction of the work of others without regard to a formal job title, rank
or compensation.

When there is only one department member on-duty, that person may also be the supervisor,
except when circumstances reasonably require the notification or involvement of the member's
off-duty supervisor or an on-call supervisor.
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USC - United States Code.
WAC - The Washington Administrative Code (Example: WAC 296-24-567).
WSP - The Washington State Patrol.

103.5 ISSUING THE POLICY MANUAL

An electronic version of the Policy Manual will be made available to all members on the department
network for viewing and printing. No changes shall be made to the manual without authorization
from the Chief of Police or the authorized designee.

Each member shall acknowledge that he/she has been provided access to, and has had the
opportunity to review the Policy Manual. Members shall seek clarification as needed from an
appropriate supervisor for any provisions that they do not fully understand.

103.6 PERIODIC REVIEW OF THE POLICY MANUAL
The Chief of Police will ensure that the Policy Manual is periodically reviewed and updated as
necessary.

103.7 REVISIONS TO POLICIES

All revisions to the Policy Manual will be provided to each member electronically. Each member
will be required to acknowledge that he/she has reviewed the revisions and shall seek clarification
from an appropriate supervisor as needed.

Members are responsible for keeping abreast of all Policy Manual revisions.

Each Division Captain will ensure that members under his’lher command are aware of any Policy
Manual revision.

All department members suggesting revision of the contents of the Policy Manual shall forward
their written suggestions through their chain of command to their Division Captain, who will
consider the recommendations and forward them to the command staff as appropriate.
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Organizational Structure and Responsibility

200.1 PURPOSE AND SCOPE
The organizational structure of this department is designed to create an efficient means to
accomplish our mission and goals and to provide for the best possible service to the public.

200.2 DIVISIONS
The Chief of Police is responsible for administering and managing the Kirkland Police Department

and has the authority to spend funds in the approved budget for the day-to-day operation of the
agency. There are three divisions in the Police Department as follows:

. Administration Division
. Operations Division

o Professional Standards Division

200.2.1 ADMINISTRATION DIVISION

The Administration Division is commanded by a Civilian Administrative Commander, whose
primary responsibility is to provide general management direction and control for the
Administration division. The Administration Division consists of a Corrections Section and an
Administrative Services Section.The Administrative Section includes the Records Unit.

200.2.2 OPERATIONS DIVISION

The Operations Division is commanded by an assigned Deputy Chief, whose primary responsibility
is to provide general management direction and control for the Operations Division. The
Operations Division consists of a Patrol Section. The Patrol Section consists of Patrol Units, a
K-9 Unit, and a Traffic Unit.

200.2.3 PROFESSIONAL STANDARDS DIVISION

The Professional Standards Division is commanded by an assigned Deputy Chief, whose
primary responsibility is to provide general management direction and control for the Professional
Standards Division. The Professional Standards Division consists of the Risk Management
Section and the Investigations Section. The Risk Management Section includes the Training Unit,
the Community Services Unit, various cadres and KPD personnel assigned to North Sound Metro
SWAT. The Investigations Section includes the Investigations Unit, the Family Violence Unit, the
Pro Act Unit, and the Crime Analysis Unit.

200.2.4 GOALS AND OBJECTIVES
Section Lieutenants are responsible for developing and submitting section goals and objectives

to the Chief of Police, via the Chain of Command, on an annual basis.

A wr